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Georgia Virtual Catalogs — Keyword Search

Effective July 28, 2009, the look and feel of the Team Georgia Marketplace Home page has changed.

Step # | Do This:

1 Click the Add Items and Services tab to access Georgia Virtual Catalogs.

FSCMTST

Add to Favorites
=13

Create Requisition

1
‘ Pk 1. Define Requisition E; 2. Add Items and Services \i 3. Review and Submit ‘
Add lines to the requisition, specifying the information necessary to procure each item or service.

Search: H T Search

Forms | Web | Special Request

Merchant Description

Team Georgia virtual catalogs contain

Catalog | Favorites

Team lgoods and senvices that are available via statewide

Georgia (Georgia Virtual Catalogs fcontracts or agency specific contracts. The virtual

Marketplace allow 1o search gia-specifi
catalogs available through our marketplace.

Review and Submit

2 You can now “shop for everything” on the home/shop tab. There are several ways to shop
including:

e Keyword Search

e Supplier

e Category

e Contract

In the example shown, we will do a keyword search for "PENS". To do a keyword search, enter
the desired keyword into the Search field and click the Go button.

{* Home;Shop - Windows Internet Explorer =18

G- e St =18 ][ 4)[x | oveseaen 1ol

Fle Edt flew Favorkes Took Hep §snagtt B pt' & -

contracts

I Shop [Everything = [pens

Go tos favorites | forms | quick order  Browses suppliers | categories | contracts

Team Georgia Marketplace
Quick Links

OFFICE SUPPLIES NOW
AVAILABLE!

Team Georgia Marketplace Overview: Click Here
Quick Reference Guides: Click Here
Team Georgia Marketplace Production Upgrade

Due tosite maintenance, the Virtual Catalogs environment will be
unavailable on Saturday, June 13th from 1:00pm-10:00pm.
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Step #

Do This:

3

The search results for pens show over 1400 results. There are several options you can use to

narrow the search including:

e Add Keywords

e By Supplier

e By Category

e By Packaging UOM

In the example shown, an additional keyword is added for “blue ink”.

To use the Add Keyword feature, enter the desired information into the Add Keyword field in

the Refine and Filter Search box, and

7 product Se

orch - All - Windows Internet Explores

click the Go button.

G-

scues.

S8 |[r x|

Fe ER Vew Fookes Tods Hep

& sek B '

0 S @ rrodt sewch- a1

Tearm 2oz Gothing— profie 1 togoue |
E"iu.m M Product Search - All

home/shop

— i

fR-8 -

R - o = ————T
pm—

profée | carte fuvoriten '

Shop [Everythng

Got

Results for: Everything : pens

= e

o: favortas | forms | quick erte

Browse: susoliers

| categories | conac
I Showing 1 - 20 of 1438 resuits I Compare Selectads 0

on Compac

SHORT LENGTH RS
Gy Packaging UOM art Nurribes

Statmark Marker,

Statmark Marker,

2 COMPACT KIT [ EMD Ci
it from VWR In

Pen Gram Stain. CAS: (107-98-2) 10/PK from Fish

Manufacturer Info

Products per page[20 =] Sort bys [East Match =l 4 pagelt Elotsad
X 5393.05 =0

S (EM SCIENCE) / 1.30100.0222 ] Hy-LiTE 2 Hygiene
1 Kit o

FMA

30.16
107K
F Addocat | v

22 282254 - (Fisher Scientific)

£D PEN from 35.99
1/EA

[ Caswen |v

2072
oz
ab Madical Products in) [ Aswes |v

Black, 12/pk from Fisher Scentiic

Red, 12/pk from Fisher Scientific 29.72 uso

Using the Add Keyword option narrow

shop

ed the search to five results.

Shop [Everything

=l Joens Go | =cvanced search

)

Go to: favorite:

Results for: Everything : pens + Include similar terms

s | forms | quick order  Browse: suppliers | categories | contracts

Additional Keywords: blue ink

Refine and Filter Search >

Add Keyword

Products per page |20 ¥

Sort byz | Best Match v

I Showing 1 - 5 of 5 results I Compare Selectad: 0
4 page[1 =] of 1 >

PEN BALLPINT
Part Number
Manufacturer I

blue ink il

By Supplier
Staples (3)
Fisher Scientific (2)

By Category Pen, Marking, Fi
Ball point pens (1) Abrasion/Wate
Marking Pens (2)

Rollerball pens (2)
Part Number
Manufacturer I

By Packaging UOM
Dz (3)
10/PK (2)

Pen, Marking, Fi
resistant, No od

Part Number
Manufacturer I

alcohol, Permanent on most surfaces,, Easily washes off glass/metal/porcelain
10/PK from Fisher Scientific

Permanent on most surfaces,, Easily washes off glass/metal/porcelain 10/PK
from Fisher Scientific

BLUE BARREL & INK from Staples
612919

nfo PEN-BK440-C - (PENTEL)

9.99 usp
Dz

[ __Adtocart |

add faverits | compars

isherbrand, Extra-fine tip, Blue ink, Fast drying,
r resistant, No odor, Will not smear when subjected to water or

13379

nfo 13 379 - (Fisher Scientific)

isherbrand, Fine tip, Blue ink, Fast drying, Abrasion/Water
lor, Will not smear when subjected to water or alcohol,

133796

nfo 13 379 6 - (Fisher Scientific)

VBALL GRIP BLU INK FINE PT from Staples

31.69 usp
10/PK

[ __Addtocart |+

2dd favorits | compars

31.75 usp
10/PK

[ __Addtocart |+

add faverits | compars

9.99 usp

[l

In this example, we will request 50 dozen pens. To request the desired quantity, enter the

amount into the Add to Cart field, and

press the Add to Cart button.
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Do This:

SCMTST

=

Team
Georgia
ity Product Search - All

home/shop favorites

[ Shop [Everything =] [PENS Go | =dvanced search ]

Go to: favorites | forms | quick order  Browse: suppliers | categories | contracts

Results for: Everything : PENS + Include similar terms Additional Keywords: BLUE INK Showing 1 - 5 of 5 results Compare Selected: 0
Refine and Filter Search ? Products per page |20 =] Sort by: [ Best Match = q page[t =] of1 I
Add d.
ENTT = PEN BALLPINT BLUE BARREL & INK from Staples 9.95 uso
Part Number 612919 Dz
By Supplier Manufacturer Info PEN-BK440-C - (PENTEL) [5o | __Addeocant |+
Staples (3) =h add favorite | compara
Fisher Scentific (2)
50 item(s) added, view cart
By Category
za”:m”;”z"fz‘:)l) Pen, Marking, Fisherbrand, Extra-fine tip, Blue ink, Fast drying, 31.69 uso
R:(‘e‘:]i” EZ: e Abrasion/Water resistant, No odor, Will not smear when subjected to water or 10/PK
" N alcohol, Permanent on most surfaces,, Easily washes off glass/metal/porcelain l_1 Add to Cart v
By Packaging UOM 10/PK from Fisher Scientific
) add faverite | compare
Dz (3) Part Number 13379
10/PK (2) Manufacturer Info 13 379 - (Fisher Scientific)
]
Pen, Marking, Fisherbrand, Fine tip, Blue ink, Fast drying, Abrasion/Water 31.75 uso
resistant, No odor, Will not smear when subjected to water or alcohol, 10/PK
Doromanont an mnct cusfacos Casile wmchoe aff lace footal Innrcol=ia 10700 [ p— v | =

Note that the Shopping Cart shows the number of items added to the cart. To display the Cart,
click the Shopping Cart button at the top of the screen. Cart results are shown at the bottom
of the screen. To add these items to the eProcurement Requisition, click the Place Order

button.

FSCMTST

Home

Sign out

=L

Team
Georgia
Marketplace foaye S8

home/shop

Draft Requi

_save | &

Cart Name [7005-07-21 MwCGHAZY| Internal Note About add note...
Order:
Description l—

Prepared by Mohamed Moghazy
Priority Narmal =
Supplier / Line Item Details H
For selected line items | Add To Favorites: ~| Ga
P, ] — — S
Fulfillment Address 1
3040 Route 50 North, N Sarstogs Springs, NY 12866 US. Contract
Product Description Catalog No Size [ Packaging Unit Price Quantity  Ext.Price [
1 PEN BALLPINT BLUE BARREL & INK mors info.. 612019 bz 9.99 [55 | pz 499-30USD [
Manufacturer PENTEL niGe 62080 i
Name
Manufacturer PEN-BK440-C
Part Number
More http://vww.stapleslink.com/webapp/w... 51
Information
URL
unspsc 44-12-17-04 1

End of Procedure
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Georgia Virtual Catalogs — Other Search Options

Effective July 28, 2009, the look and feel of the Team Georgia Marketplace Home page has changed. In
addition to shopping for everything, other options are available to assist you in searching for an item and

narrowing the search when a large number of results are returned.

Step | Do This:

1 Click the Add Items and Services tab to access Georgia Virtual Catalogs.

=

Create Requisition

FSCMTST

Catalog | Favorites

Team
Georgia
Marketplace

Templates

Merchant Description

‘ E‘ 1. Define Requisition E';; 2. Add Items and Services \g 3. Review and Submit ‘
Add lines to the r , specifying the il ary to procure each item or service.
search | G searen |

Forms | Web | Special Request

Team Georgia Marketplace virtual catalogs contain

goods and services that are available via statewide

Georgia Virtual Catalogs | contracts or agency specific contracts. The virtual

catalogs allow requesters to search Georgia-specific

Review and Submit

catalegs available through our marketplace.

Add fo Favorites

2 There are several additional ways to shop in Team Georgia Marketplace including:

e Supplier
e Categories
e Contracts

Team Iris
|- {00 ﬁeargia

Where are my counts?

Fisher Scientific
Hevdett-Packard Company
Staples

VWR International

Air freshener

Art or craft paper
Ball point pens
Banner paper

bt Product Search -

T 2009-07-06 iris 01 | 51 item(s), 510.73 USD
ER S Catalog o, (sku) 2] D

In the example shown, we will do a Category search for “paper". To do a Category search, click the
drop-down arrow to select the desired category, type the item description into the Search field, and
click the Go button.

‘ Shop | Office/Computer ;llpaper IE advanced search ‘I
. [Everything I
Lab. Supplies rms | quick order Browse: suppliers | categories | contracts

Results for: Office/Computer !

Showing 1 - 20 of 4000+ results What does "+" mean?

Compare Selected: 0

By Supplier

By Category

NAL POLYCONTRAST III RC Paper from VWR International

Part Number GRKK837-7517 (BX)
Manufacturer Info 837-7517 - (EASTMAN KODAK COMPANY)
o

System, Photodocumentation, FOTO/Analyst Archiver Eclipse Workstation,
Dual-Light System, CCD Camera, Transilluminator, Ethidium
Bromide/Coomassie Blue Filters, Controller, Monitor, Printer/Paper, Cables,
120V 60Hz 1/EA from Fisher Scientific

Part Number FD64530

Manufacturer Info 6-4530 - (Fotodyne Inc)
=

acilities
= Furniture
Refine Search k<. ices H Sort by: | Best Match = d page[1 =] of200 b
Add Keywords Electronics
& [Food/Food Equipment SSY BX1000 0 [ EASTMAN KODAK COMPANY / 837- 498.66 UsD

BX
1 Add to Cart -

add favorite | compare

11,586.25 usop
1/EA

[[ | Addtocat |+

sdd favorite | compare

Blotter paper essas Paper Roll Shaft For Multiskan from VWR International 12.64 uso
} Part Number 14230-222 (EA) 1/EA
By Paciaging UOM Manufacturer Info 1042220 - (Thermo Labsystems Inc) rml |
8G i
BX e add favorite | compare
cG
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Step

Do This:

3

The search results for paper show over 4000 results. There are several options you can use to narrow

the search including:

Add Keywords
By Supplier
By Category
By Packaging UOM

In the example shown, we will narrow the search using the By Supplier (Staples) option.

To use the By Supplier feature, click on the appropriate Supplier name in the Refine and Filter

Search box.

In the example shown, narrowing the search by Supplier did not change the number of results.

home/shop

Shop [office/Computer

=l [paper advanced search }

Add Keyword

Refine and Filter Search  ?

Results for: Office/Computer : Staples + paper

Products per page |20 X Sort by: [ Best Match -

‘Where are my counts?
By Supplier

Showing only results

matching:

Staples

By Category

Air frashener

Art or craft paper

Esll point pens

Blotter paper

Business forms or
questionnaires

BG
BX
cG
cT
Dz

o]

show all...

more...

By Packaging UOM

more...

BAR PAPER MANGMNT LGY from Staples
Part Number HON-NPMB38V
Manufacturer Info HON-NFMB36V - (HON)

9.99 usp

EA
1 Add ta Cart v

add favorite | compare

BAR 42W PAPER MNGMNT LGY from Staples 9.99 usp
Part Number HON-NPMB42Q EA
Manufacturer Info HON-NPMB42Q - (HOM) [T _ Addtocat | v
=

add favorite | compare

X-ACTO 24IN HD PAPER TRIMMER from Staples 9.99 usp
Part Number 41429 EA
Manufacturer Info EPI-26364 - (ELMER'S PRODUCTS INC.) 1 Add to Cart v

add favorite | compare

WASTEBAG 36055 POWERSHRED XX from Staples 9.99 usp
Part Number 54521 BX
Manufacturer Info FEL-36055 - (FELLOWES) 1 Add to Cart v

add favorite | compare

Go ta: faverites | forms | quick order _Browse: suppliers | categories | contracts i
Showing 1 - 20 of 4000+ results what doss "+" mean? Compara Selacted: 0 |

4 page|1 ¥ urmob

E

To narrow the search further, you may filter by Category. To expand the Category search list, click
the “more...” link and scroll down the list to find the proper category. In the example shown, we

scrolled down to find “"multipurpose paper”
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Step | Do This:

Refine and Filter Search 7

Add Keywords
| Go |

Where are my counts?

By Supplier

Showing only results
matching:

Staples show all...

|| Ledger paper
Letter folders
Magnet paper
Mimeograph papsar
Multipurpose paper

I By Category
Air freshener

Art or craft paper
Ball point pens

Blottar paper Notebook filler paper

E-'-IEH"'EE_5 F':'r"!"E or ore... Office machine trays or feeders
questionnaires

Packaging paper

5 In the example shown, using the Category filter for multipurpose paper narrowed the search results
to 390.

Iris Gathing_profile_|_logout
ﬁGeurg\a
FEREISIERY Product Search - Office/Computer

home/shop contracts profile

[ Shnp |OFﬂce,’Computer ;I |baper advanced search }

Go to: favorites | forms | quick order  Browse: suppliers | categories | contracts b

Results for: Office/Computer : Multipurpose paper + Staples + paper I Showing 1 - 20 of 390 results I Compare Selected: 0 |

Refine and Filter Search  ? Products perpage |20 =] Sort by: [Best Motk =l 4 page|T =] ofz0 b
Add Key
l— = HP MULTIPURPOSE PAPER 11X17 from Staples 9.99 usp
(o] Part Number 330268 RM
By Supplier Manufscturer Info CIP-HPM1720 - (HEWLETT-PACKARD) [ Adwcr |«
Showing only results mh add favorite | compare
matching:
Staples show all...
HP MULTIPURPOSE 3 HOLE PUNCH from Staples 9.99 uso
By Category Part Number 330276 RM
Showing only results Manufacturer Info CIP-HPM113H - (HEWLETT-PACKARD) 1 AddtoCart | v
matching: —_ ‘
Multipurpose paper show all... - 2dd fsvorite | compare
M
o ,1:" Packaging UOM HP MULTIPURPOSE LEGAL SIZE from Staples 9.99 Usp
c-rlf"m)) Part Number 330290 RM
EA ‘:‘14) Manufacturer Info CIP-HPM1420 - (HEWLETT-PACKARD) 1 Add to Cart v
Pk (115) 2 ] =dd favorits | compars
RM (140) more...
ASBR 8.5X11 TERRA GREEN PPR RM from Staples 9.99 usp
Part Number 507430 PK
Manufscturer Info WAU-22585 - (WAUSAU PAPER MILLS) [ Adtoca | v
=%

2dd favorite | compare

=

You may further narrow the search using the Packaging UOM filter. Note that the UOM filter shows
the number of results for each packaging measurement. In the example shown, selecting the “bx”
measure narrowed the results to 18.
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Step | Do This:

By Category

Showing only results
matching:

Refine and Filter Search 2

Add Keywords

Go to: favorites | forms | quick order

Results for: Office/Computer : Multipurpose paper + BX + paper

Browse: suppliers | categories | contracts

Compare Selected: 0

Products per page |20 |

Showing 1 - 18 of 18 results
Sort by: [ Best Match

4 Page|1 ¥| of 1 l>

Multipurpose paper

By Packaging UOM
EX (18]
CT (40)
E& (72)
PK (115)
RM (140)

MOrS...

show all...

e
By Supplier
Staples (18)

By Category
Showing only results
matching:

Multipurpose paper show all...

By Packaging UOM
Showing only results
matching:

BX show all...

PAPER 8.5X11 CREST24# WE from Staples

9.99 uso

Part Number
Manufacturer Info

PAPER CLSIC CREST24# NLWE from Staples

Part Number
Manufacturer Info

PAPER CLASIC LINEN 24# WE from Staples

NEE-35001

|

NEE-35001 - (NEENAH)

i Add to Cart v
| gud fovorite | compore

9.99 uso
NEE-35003 BX

NEE-35003 - (NEENAH) 1 Add to Cart v

2dd favorits | compare

9.99 usp

Part Number
Manufacturer Info

=%

NEE-35101 BX

MEE-35101 - (NEENAH) 1 Add to Cart v

2dd favorits | compare

6 Once you have reached the desired results, add the quantity, click the Add to Cart button and place
the order to continue the requisition.

7 End of Procedure
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